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STATEMENT OP THE PROBLEM

The problem of this study is the development of a course

of study in Home and Office Management to be required of all

twelfth grade boys enrolled in the Business Education Depart-

ment of the Brockton High School.

This study has for its purpose the following objectives::

1. To show that at the present time no course of study

in the Brockton High School meets this need.

2. To build a course of study which will be vocational

in nature and yet of personal use for the boys.

Business education has often been referred to as voca-

tional education. The full meaning of the words "vocational

education" involves three basic elements: general education,

background education, and vocational skills and technique.

Many definitions of business have been written. The following

seems to fulfill the overall objective of this area of special-

ization:

Business education in its broadest sense is
identified with every phase of the educational
process and with every field of learning that
in one way or another helps to prepare the
individual to deal more effectively with the
economic problems of life as he encounters them
in his business occupational experiences, in
his private business negotiations, and finally
in his communal economic activities.!

j/^atlianiel Altholz,
Education," The Balance

"Business Education as Vocational
Sheet , January 1937, P. 196.
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It is with this concept of business education that a

course of study will be developed.

In order that there may be complete uniformity of the

terms used, the following definitions taken from the Dictionary

of Education ,^- will be implied whenever these terms appear in

the study:

Curriculum :

A general overall plan of the content or
specific materials of instruction that the
school should offer the student by way of
qualifying him for graduation or certifi-
cation or for entrance into a professional
or a vocational field.

Course :

Organized subject matter in which instruc-
tion is offered within a given period of
time, and for which credit toward gradua-
tion or certification is usually given.

Elective :

An optional course not required of all
pupils but that may be taken in accordance
with individual aptitudes or special
interests

.

The following terms are defined by Leffingwell and

Robinson, co-authors of a textbook on office management:

Office Management:

A function concerned with the efficient performance
and administration of office work whenever and
wherever that office work is done.

•^Dictionary of Education , Garter V. Good, Editor.
University of1 Cincinnati. McGraw-Hill Book Co. N. Y. 1945
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Office Work:

*

A function concerned primarily with the
records of the enterprise--making records,
using records, and preserving them for
future reference.

Scientific Management :

The aoplication of coordinated and codified
knowledge, gained by systematic observation,
experiment and reasoning.

Office Manager :

One who is charged with the management and
conduct of all workers engaged in office
wo rk

.

Clerical Employee :

An individual who concerns himself with
the records in an office. 1

A young man in his twelfth year of school is not far away

from the real change in his life, the change from being a

member of a family to being the head of the family, from re-

ceiving help to giving help, from enjoying a certain standard

of living to determining what his standard of living shall be.

There is no course where this young man can discuss the

problems which he will have to face in the very near future.

A course in Home Management will enable him to prepare for the

efficient handling of these problems. Success in his domestic

and financial affairs will depend to a large degree on his

ability to manage. This point was well brought out by Mr. Fred

T. 'Wilhelms in a recent editorial:

1William H. Leffingwell and Edwin M. Robinson, Textbook
of Office Management. McGraw-Hill Book Company. 1945.
P7 T^Te:
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I am not a business educator, but I know
that for years, you business teachers have
been at the forefront of the movement to
gear curriculum to real-life problems. I

like your eager drive for a chance to teach
all young people the essentials of business-
like management of personal affairs. I

realize that time after time you have sought
from your administrators a larger scope of
action--often without success.

1

Management of his personal affairs must cover a broad

field. He must understand the economic problems which will

affect his family group as it strives toward a higher standard

of living. These problems arise in varying degrees of impor-

tance depending upon where he stands as a member of society.

It is our duty to endeavor to instill in our students the de-

sire to become better members of our economic society. This

is possible if we create within our students an awareness of

the economic relations. Modern business specialization and

mass production have brought about a condition which has

separated the consumer and producer to such an extent that

neither considers the problems of the other.

In reporting on the aims suggested by teachers of eco-

nomics in the secondary schools, Herbert A. and Henriette

Tonne point out that although there were many aims, the most

frequent one listed was "To inform students of the principles

of the economic theory underlying business. It is possible

^Fred T. Wilhelms, Editorial, The Balance Sheet, October
1947.

^Herbert A. and Henriette Tonne. Social -Business
Education in the Secondary Schools . New York University Book
Store Press. 1932^ 181.
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to base these principles upon the student’s experiences, as he

is now more mature than he was when he was first introduced

into socio-business subjects. These principles, applied to his

experiences, will now mean a great deal more to him.

Consideration must be given to the management of money

regardless of the amount the individual is earning. If we

are to get our money’s worth today, -we have to be trained to

exercise a great deal of care and judgement. Many pitfalls

confront the individual. The sooner the student learns that

he cannot afford to buy certain things without causing hardship

for himself or his family, and the sooner he adjusts himself

to this economic situation, the better it will be for the

welfare of all.

The study of credit and its growing importance in our

modern life is necessary if we are going to satisfy the needs

of all citizens, as pointed out by Briggs’ analysis of what

the ordinary man and woman are called on to know and do in life.1

The young man is faced with the necessity of being able to shop

intelligently for credit, as the influence of modern conditions

has changed our attitude toward credit. Consumer credit is now

viewed more nearly as we view producer credit.

Today many more people are realizing that owning one's

own home is a good investment. However, to be successful in

this type of investment, the individual must know and under-

stand the proper use of the various hand tools that he will

1Thomas H. Briggs, "Business Education For Tomorrow",
Eastern Commercial Teachers Yearbook, Fourteenth Yearbook, 1941.
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need to use in order to maintain his property.

The young man in the business education course has never

had any instructions along this line. It has been said that

the supreme function of all education is that of motivating

life, of giving it significance, and of making life worth

living. It seems to me that there will come a great deal of

satisfaction to the individual who has the knowledge of how to

make minor repairs around the home. The information that the

young man will need to know can be given to him in three weeks.

xhis can be done with the cooperation of the Industrial Arts

Department so that laboratory work can be given along with

classroom study of the various tools. What to do and how to

do it will be important if he is to get the most out of his

investment*

Our standard of living is higher today because of the many

mechanical and electrical appliances which can be used in our

homes. Since electricity and gas play such an important part

in our lives today, each boy should understand how we pay for

these services, what the various terms mean, and what can be

done to effect a savings in the use of these services. Another

problem confronting the young man is the necessity of under-

standing the basic principles of operation of many of the labor

and wife-saving devices which we find in the home, in order to

make intelligent purchases and to properly maintain them at the

lowest possible annual rates.

This course when properly taught will definitely meet a

need which so many business educators and family heads feel
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exists today. Problems that will concern the young man in the

very near future can be discussed, thereby contributing to the

future happiness in life of himself and his family*

The United States Census Employment figures of 1940 showed

that out of five employed workers (male and female) in the com-

mercial field, the following ratio existed: three were en-

gaged in clerical work; one in bookkeeping and accounting; and

one in secretarial work.'*’ The office has lagged several dec-

ades behind the shops in the application of scientific-manage-

ment principles. This has been partly due to the fact that

these scientific principles of management were more applicable

to large groups of workers. Today with an ever increasing

number of clerical workers, many principles of management are

now applied to the office.

Our survey records of Brockton High School show that nine

out of every ten boys graduating from the business curriculum

enter the business field. This is as it should be, for we are

preparing our students for a vocational career*

Many of the boys enter the business world on the lowest

rung of the ladder, namely, as office boy. At the present time

we are not encouraging or preparing this boy for advancement to

an administrative position. Since there are many more girls

than boys in the offices today, the executive looks to the boys

to fill future managerial positions. Y/e are not giving this

young man what he has a right to expect, that is, knowledge

^Herbert A. Tonne. Principles of Business Education .

Gregg Publishing Co. 194^. P. 314

.
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about office management lines--not only the items which will

make him more useful as an employee on his first job but those

which will give him an incentive to strive for a higher position.

In the past, management has largely neglected an intensive

study of office management and methods, but today most concerns

find that the rising office costs can only be checked by em-

ploying scientific management principles.

The senior boys in the business curriculum should be aware

of these scientific principles of management. For the past ten

years, the Brockton High School has been offering a course in

management for all senior students in the industrial arts

curriculum. Now that scientific principles are being applied

to office management, a similar course should be offered in the

business curriculum. The scope of office management is ever

widening and the opportunities in the field appear to be in-

creasing with its scope. The field of office management needs

men who are thinking of it in terms of a career. Many boys

with managerial qualities should look to the business curricu-

lum as a valuable preparation for an executive position.

The ‘young man who is a senior in the business course has

developed skill as a typist, but has not had any information

concerning the material and costs of the various grades of

paper. He has been given very little information concerning

what types of paper should be used for the different kinds of

work on office machines. The same is true concerning carbons,

ribbons, and other office items. With the above information
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the office boy will be able to apply his first scientific

principles of management by understanding how costs can be

cut by the exercise of care in the proper selection of paper,

ribbons, carbon, and so forth.

As an office boy he will be called upon to care for some

of the office equipment, yet we are not doing a thing to teach

him what can be done to prolong the life of office machines

and how this will certainly affect the costs.

The necessarily close contact between office workers and

executive management calls for a personality which will wear

well. We have courses in the Brockton High School designed

to aid the girls in personality development, but nothing has

been done along these lines for the boys. A unit on personali-

ty and its effect on one's advancement would aid the boy who

is seeking his career in the business world. This is part of

management, as problems of personnel are of extreme importance

today.

Managers of small offices often delude themselves that

their problems differ from those of larger offices. The

difference is one of degree only. The methods of approach to

one's problems of management in the small office is the same as

for the large office. The boy entering the small office should

be thinking in terms of applying scientific principles to his

present job even though it may be in a small office.

In our office practice course, although we demand that

the student have four weeks on one machine and four on another.
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we do not teach job application and types of work with specific

machines. This is important for efficiency on the job. A

knowledge of the guiding principles which determine the need of

office machinery would be very beneficial to the boy who enters

the business field. The determining factors which must be con-

sidered in justifying a proposed expenditure should be part of

the boy's background as he enters his first job.

All of the courses offered in the Brockton High School are

subject matter courses. Very little attention is given to the

development of leadership. Leadership is not improved much by

reading textbooks, listening to lectures, reciting in class-

rooms, or taking examinations. Too often the discussion method

only serves to increase the ability to think about leadership

rather than to develop the ability to make it work in daily

situations

.

A course in management should develop leadership by putting

the student through actual situations where he seeks to get the

responses from others. In this method the instructor watches

the student perform, diagnoses his individual handicaps and

suggests remedial exercises. Through this plan it is possible

to obtain a changed attitude, a different method of thinking,

and an improved habit of behavior. This type of instruction

is similar to the instruction given by the football coach. On

the field the coach often demonstrates, then motivates the

player to perform, and then diagnoses his weaknesses. Through

continual practice the player then has confidence in himself
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and assumes responsibility. He later shows signs of real

leadership.

The business curriculum of the Brockton High School is

outlined as follows in order that the reader may have a clear

picture of the subject matter offerings provided students

specializing in this area. It will also provide the reader

with a "frame of reference" for the placement of the "Home

and Office Management” course.

Business Curriculum

Grade X

Required Elect Balance from

English 4-4 Modern History 4-4
Economic Geography 4-4 Sp ani sh 4-4
Typewriting (1) 4-2 Biology 4-4
Stenography (1) 2-2 Home Economics (1) 6-4
Bookkeeping (1) 2-2 (Omit Clothing in

tf-Clo thing 2-1 Required Work)
•"--"-Mechanical Drawing 2-1 Manual Training 2-2

Physical Education 2-1

Grade XI

Stenographic Bookkeeping
RequiredRequired

English 4-4 English 4-4
United States History 4-4 United States History 4-4
Stenography (2) & Bookkeeping (2) 4-4
Typewriting (2) 6-5 Office Practice (A) 2-1

Office Practice (A) 2-1 -"-Everyday Living 2-2
---Everyday Living 2-2 Health 1-1
Health 1-1 Physical Education 2-1
Physical Education 2-1

Elect Balance from Elect Balance frbm

Foods 3-2 Foods 3-2
Clothing 2-1 Clothing 2-1
Spanish 4-4 Spanish 4-4
Bookkeeping (A) 2-2 Typewriting (2) 2-1
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Machine Clerical Retail Selling
Required Required

English 4-4 English 4-4
United States History 4-4 United States History 4-4
Office Practice (1) & Office Practice (A) 2-1

Typewriting (1) 6-5 Principles of Retailing 4-4
-;:-Everyday Living 2-2 -»-Everyday Living 2-2
Health 1-1 Health 1-1
Physical Education 2-1 Physical Education 2-1

Elect Balance from Elect Balance from

B'oods 3-2 Foods 3-2
Clothing 2-1 Clothing 2-1
Spanish 4-4 Spanish 4-4
Bookkeeping (A) 2-2 Bookkeeping (A) 2-2

Typewriting (2) 2-1

Grade XII

Stenographic Bookkeeping
Required Required

English 4-4 English 4-4
Problems 4-4 Problems 4-4
Stenography (5) & Bookkeeping (3) 4-4
Typewriting 6-5 Office Practice (B) 2-1

Business Law 2-2 Business Law 2-2
Health 1-1 Health 1-1
Physical Education 2-1 Physical Education 2-1

Elect Balance from Elect Balance from

Foods 3-2 Foods 3-2
Clothing 2-1 Clothing 2-1
Spanish 4-4 Spanish 4-4
Bookkeeping (A) or (B) 2-2 Typewriting (2) or (3) 2-1
Office Practice (B) 2-1

Machine Clerical Retail Selling
Required Required

English 4-4 English 4-4
Problems 4-4 Problems 4-4
Office Practice (2) & Business Law 2-2

Typewriting (3) 6-5 Retail Arithmetic 1-1
Business Law 2-2 Salesmanship and Store
Health 1-1 Management 3-1
Physical Education 2-1 Color, Design and

Display 2-1
Merchandise Studies 2-1
Store Practice 15-3

>
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Elect Balance from Elect Balance from

Foods 3-2 Foods 3-2
Clothing 2-1 Clothing 2-1
Spanish 4-4 Spanish 4-4
Bookkeeping (A) or (B) 2-2 Bookkeeping (A) or (B) 2-2

Typewriting (2) or ( 3

)

2-1
Office Practice (B) 2-1

Notes: -^-Required of girls.
-»--::-Required of boys.

Typewriting (2) open to pupils finishing Typewriting
(A) and Typewriting (B) as well as Typewriting (1).

Bookkeeping (1) must precede Bookkeeping (A).
Bookkeeping (A) must precede Bookkeeping (B).

The Home and Office Management course is designed as

follows: the first semester will cover seventeen weeks of

instruction and is devoted to Home Management; the second

semester will cover eighteen weeks of instruction and is

devoted to Office Management. At the present time there is

no basic text which covers this course. The material will be

presented in part through lectures by the instructor and

through outside readings which are listed at the end of each

unit.
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HOME AND OFFICE MANAGEMENT

Part I

HOME MANAGEMENT

General Aims:.

1. To give the high school boy an understanding of basic

economics

.

2. To consider budgets as a means of money management for

the home*

3. To consider the place of credit in one’s finances.

4. To understand the correct uses of hand tools.

5. To understand the principles underlying the equipment

usually found in the home and to consider the neces-

sity of proper care for the home appliances.

Content of Course:

Basic Economics

Managing Your Money

Using Your Credit

The Use of Hand Tools

Household Equipment
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JUSTIFICATION OF GENERAL AIMS
of

HOME MANAGEMENT

I. To give the high school boy an understanding of basic

economics

.

Referring to the Business Curriculum as given to the

students at Brockton High School will make it clear that

the high school boy has not studied economics except as

it pertains to geography. It has been said that the

social world is just as important as is the physical

world. Dr. J. II. Dodd writes:

Surely the desire to satisfy wants is the
motive for all one’s actions and aspirations,
and since the means by which we can satisfy
our wants are limited, economics should
occupy a most prominent place in the public
school •

1

All boys should have a course in practical economics

as a background of business history so as to understand

the purposes and reouirements of business.

II. To consider budgets as a means of money management.

The ordinary individual must be concerned with the

desirability of controlling cash chiefly because there is

a limited supply at any one time. Most people who have

not been taught otherwise soend all that they earn within

a short time after receiving their earnings. The attitude

lj. H. Dodd, "Problems of Economics", Eastern Commercial
Teachers Yearbook , Thirteenth Yearbook, 1940. P. 234

.
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III.

IV.

toward credit has changed during the past fifteen years.

The young man of the senior class will very soon become

the head of a family and one can well realize that credit

in weak hands is very dangerous. Therefore, some in-

struction at this time will mean a great deal more to the

student than at the last time it was mentioned in Junior

Business Training in the ninth grade.

To include the place of credit in one's finances.

Today the wage earner, particularly a citizen living

in a city such as Brockton, is almost entirely dependent

on money income. Even though he may know how to control

his cash, there may be a need for quick convenient credit

because of illness or for durable goods such as automo-

biles, refrigerators, washing machines, etc. Credit

enables people to pay as they use, thereby raising the

general standard of living. Costs and rates are quoted

in advertisements in a variety of forms. In order to use

credit wisely, it will be necessary to compare one credit

agency's offering with another's.

To understand the correct use of hand tools.

In order to maintain the household today it is

necessary for someone to act as the repair man. As we

find it imperative for a knowledge of First Aid in case

of bodily injury, so today we find a knowledge of the

hand tools indisoensable in order to make the many minor

repairs needed for efficient home management. The senior

business student in most public schools has had no
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instructions in the use of tools. There is not time to

devote a year in the shop, but a unit on the use of the

hand tools will enable the student to turn out better work

and save wear and tear on the tools.

To understand the principles underlying the equipment

usually found in the home and to consider the necessity of

proper care for the various home appliances.

By our standards, most of the ancient world was

poverty-stricken. It was a great day when the American

industry learned to build mechanical refrigerators, elec-

tric washers, irons, vacuum cleaners, oil burners, stoves--

all the complex mechanical aids that have done so much to

make our lives easier. Also it has placed upon the consume ]!

1

the responsibility of selecting the proper equipment and

maintaining it as an efficient machine as it is being used.

The student in the Business Curriculum has had varied in-

formation given to him on the scientific laws since he was

in the ninth grade. If we are to teach the students how

to live, we must bring this very important information to

them
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SUGGESTED WEEKLY SCHEDULE FOR COVERING HOME MANAGEMENT

%

Basic Economics

First Week

I Meaning of Economics

II Supply and Demand

1. Natural and Artificial Scarcity

2* Creation of Demand

3, Price Control

III Distribution and its Problems

1. Age of Specialization

2. Rising Standards of Living

IV Movie: Distributing America’s Goods

Second Week

I Influence of Consumer on Production

II The Economic Cycle

1. Cycles in General

2. Recognition of the Changing
Conditions

III Movie i Mrs. America Speaks

Third Week

I Labor, Capital, and Management

1. Necessity of all Three in our
Democratic System

II Trends toward Monopoly

1. Advantages and Disadvantages

2. Difficulty of Control
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*

III Trends toward Socialization

IV Movie: Social Security

Fourth Week

I Cooperative Plan

1. Western Development

2. European Movement

3. Need for Education

II Taxes and the Consumer

1. Rise of Sales Tax

2. Government Control

3. Income Tax

4. Rise in Governmental Services

III Movie: The Co-ops are Coming

IV Objective Test I

Managing Your Money

Fifth 'Week

I Planned Expenditures by Business and
Government

1. The Why of Planning

2. Local Government Planning

II Budgeting

1. Individual Gain

2. Family Budget

III Movie:: Managing the Family Income

Sixth Week

I The Family as an Economic Unit



’
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II Making 'Transfers of Money

1. Precautions in Writing Checks

2. Need for a System of Record
Keeping

III Rising Taxes

IV Movie: Property Taxation

Seventh Week

I Shopping and Buying Methods

II The Business of Saving

1. Present Attitudes

2. Twofold Purpose

3. Methods

Eighth Week

I Insurance as a Protection

1. Possible Sources

2. Meaning of Over Insurance

3* Types of Protection Available

II Investment Possibilities

1. Real and Personal Property

2. Stocks and Bonds

III Movie: Stop That Thief

IV Objective Test II

Using Your Credit

Ninth ’Week

I Importance of Credit Today

II Calculating the Cost of Credit

1. Lenders’ Costs
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2 # Methods of Stating Rates

3, Determining Annual Cost Rates

III Movie: Check and Double Check

Tenth Week

I Open Account Credit

1. Use and Abuse

2. Seller’s Viewpoint

II Installment Purchase Plan

1. Effect on our Standard of Living

2. Pitfalls

III Movie: Men and Money

Eleventh Week

I Borrowing Money

1. Loan Houses

2. Banks

3. Private Individuals

4. Credit Unions

5. Pawnbrokers

II Movie: Money to Loan

III Objective Test III

The Use of Hand Tools

Twelfth Week

I Screwdrivers

1. Parts and their Correct
Terminology

2. Results of Misuse

3. Classification by Sizes
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II Hammers

4. Phillips Type Screwdriver

1. Parts and their Correct
Terminology

2. Types

3. Correct Methods of Using
Each Type

III Pliers

1. Types

2. Correct Use of the Various
Types

Thirteenth Week

I Wrenches

1 . Type s

2. Classification of Wrenches
by Sizes

3. Correct Use of the Various
Types of Wrenches

II Chisels

1. Types

2. Uses of Different Types of
Chisels

3. Proper Method of Dressing
Chisels

III Movie: The ABC * s of Hand Tools (Part I)

Fourteenth Week

I Files

1. Types

2. Selecting Proper Blade for
Hacksaw
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3. Proper Method for Holding
Saws

III Movie: The ABC’s of Hand Tools (Pant II)

IV Objective Test IV

Household Eouipment

Fifteenth Week

I Principles of Electricity

1 . Voltage Control

2. Circuits and Fuses

3. Power Formula

4. Buying Electricity

II Gas

1 . Cooking and Refrigeration

2. Central Heating

3. Calculating Costs

III Movie: Approved by the Underwriters

Sixteenth Week

I Methods of Heating the Home

1 . Steam

2. Hot Air

3. Hot Water

II Coal, Gas, and Oil Firing

III Refrigeration

1 . Gas

2. Electric

3. Ice





Seventeenth Week

I Washing Machines and Vacuum Gleaners

II Care of Home Appliances

1. Cleaning

2. Oiling

3. Plan for Replacement

III Movie: Proper Care Means Longer Wear

IV Objective Test V
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BASIC ECONOMICS

Aims

:

/

1. To understand the economic processes so necessary to

meet and solve intelligently the problems of today.

2. To provide a working knowledge of certain important

economic principles.

3. To develop the student’s power of observation.

4. To understand the effect of the basic principles on

his desire to make a worthy and sufficient living.

Content

:

1. Meaning of Economics

2. Supply and Demand

a. Natural and Artificial Scarcity

b. Creation of Demand

c. Control

3. Distribution and Its Problems

a. Age of Specialization

b. Rising Standards of Living

4. Influence of Consumer on Production

5. The Economic Cycle

a. Cycles in General

b. Recognition of the Changing Conditions

6. Labor, Capital, and Management

a. Necessity of all Three in our Democratic System



.

*

.

.

.

»

.



26

7. Trends Toward Monopoly

a. Advantages and Disadvantages

b* Difficulty of Control

8. Trends Toward Socialization

9* Cooperative Plan

a. .Western Development

b. European Movement

c. Need for Education

10. Taxes and the Consumer

a. Rise of Sales Tax

b. Government Control

c. Income Tax

d. Rise in Governmental Services

Related Activities:

.Vrite a contrast of the life in the city in 1900 with

life today.

Debate the following proposition: Resolved, that man* s

economic situation was better before the age of specialization

than it is today.

Attend an auction sale and report on the manner in which

prices are determined.

Suggested Readings:

"Using Standards and Labels"
Consumer Sducation Series No. 6, The National Asso-
ciation of Secondary School Principals, Washington 6,
D. C.
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"Vocabulary of Business and Economic Terms of Popular
Usage"

A. J. Lawrence. Bureau of School Service, College
of Education, University of Kentucky, Lexington, Ky.

"Taxes and What They Buy"
National Association of Manufacturers, 14 'West 49th
Street, New York 20, N. Y.

Visual Aids:

"Mrs. America Speaks 16mm Sound 2 reels
The Homemakers Guild of America conducted a survey of
representative housewives, to learn their preferences
in grocery shopoing habits, types of service favored,
reactions to buying, incentives and attitudes toward
new products. The survey results are presented in
the film. In full color. Running time 19 minutes.
Owens-Illinois Glass Company.

"Distributing America’s Goods" 16mm Sound 1 reel
Produced in collaboration with J. Frederic Dewhurst,
Ph.D., The Twentieth Century Fund--showing why it
costs as much as it does to distribute America’s
goods. Sequences are devoted to the distribution
costs of the producer, the wholesaler, the retailer,
and transportation. The film shows how fifty-nine
cents out of each purchase dollar goes to pay for the
distribution of the article, and indicates ways in
v/hich distributors and consumers can cooperate to
reduce distribution costs. $2.50 EBF 11 minutes.

"Social Security" 16mm Sound 1 reel
A Columbia production. Available only to schools.
Interprets the operation of the Social Security Act
from the time of its passage through its various
steps to the final payment of checks to the benefi-
ciaries. A valuable and factual explanation of this
important legislation. Recommended for junior and
senior high school groups in civics and for social
studies groups discussing government functions and
services. (Washington parade ser. ) TFC 10 minutes.

"Co-ops Are Cornin’ " 16mm Silent 1 reel
Depicts a group on a tour of inspection to various
consumer cooperatives in the Middle West and South.
It indicates the extensive and varied development that
has taken place in American consumer cooperatives but
gives little insight into the way in which they func-
tion. Int. jour, of religious educ. 72. 35 minutes.
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HOMS MANAGEMENT

Objective Test I

Answers

:

1. The average time from one period of over-
expansion to another was years.

2. A is one who controls the market of a
pro duct*

3. The economic cycle has periods.

4. During the period of we find reckless
spending of the consumer dollar.

5. The started the ball rolling for improve-
ment during the depression of 1933.

6. A want or desire becomes a demand when it
is backed by .

7.

Economics is a science that deals with pro-
duction, , and distribution of material
wealth

8* The lav/ of controls the price market of
food commodities.

9.

By burning potatoes in order to hold prices
high can be used to illustrate scarcity.

10. The car has entered the competition with
the big three.

11. The car has less parts than the conven-
tional car.

12. The monopolist usually desires to control
the market so as to dictate .

13. The law of means that a point can be
reached when the value received is no long-
er in proportion to the money or effort
spent.

14. A buyer's market exists when the dictates
the price.
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Objective Test I continued

Answers

:

15. Money is defined as a medium of exchange
and a measure of .

16. Prices of food commodities in 1933 were
1.46. On September, 1947, the price of
these same commodities was approximately

17. The plan of cooperative buying originated
in

13. A sales tax is often referred to as a
tax*

19.

The power to issue currency is vested in

20. In 1890 Senator John Sherman of Ohio suc-
ceeded in getting his famous Act passed
by Congress*

21. Alternating periods of prosperity and de-
pression extending over an indefinite
period of time are known as business .

22. Most of the business in the country is done
with *

23. A group of poor started the first cooper-
ative buying movement.

24. The man between the producer and consumer
is the .

25. Higher taxes means standard of living.

Multiple-Choice

Sample

:

The capitol of California is
(1) Los Angeles (2) San Francisco (3) San Diego
(4) Sacramento (4)

1. Then things are scarce, there exists v/hat is known as a

(1) seller’s market (2) buyer’s market (3) closed market
(4) wholesaler’s market ( )
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Objective Test I continued

2. A scarcity of gold and diamonds is
(1) an artificial scarcity (2) a monopoly (3) a natural
scarcity (4) a seller’s market ( )

3. A period of decline is first indicated by
(1) rise of commodity prices (2) fluctuations in the stock
market (3) residence building boom ( )

4. Prices of manufactured articles are usually governed by the!

(1) cost of advertising (2) cost of production and dis-
tribution (3) cost of raw materials (4) cost of
labor ( )

5. The main reason why cooperative enterprises have not
flourished in the United States is the lack of
(1) knowledge on the part of the consuming public (2) low-
grade products (3) money (4) buildings and equipment. ( )

6. Wealthy people, as a rule, do most of their spending
during periods of
(1) depression (2) prosperity (3) war (4) national
disasters ( )

7. In order to pay all of the taxes levied on an automobile
each year, the average motorist must work approximately
(1) four to five hours (2) two to three days (3) one
to two weeks (4) one month........ ( )

8. The number of retail consumer cooperatives in America
is aporoximately
(1) 100 (2) 3,000 (3) 7,000 (4) 15,000 ( )

9. The science that investigates the conditions and laws
affecting production, distribution, and consumption of
goods is known as

(1) sociology (2) psychology (3) economics
(4) botany ( )

10* The factor that keeps theory from working out in
practice in many problems concerning the consumer is
(1) money (2) human nature (3) element of chance
(4) desire and cost ( )





MANAGING YOUR MORAY

Aims

:

1. To recognize the values of establishing a goal.

2. To consider those factors that influence individuals

in their standard of living.

3. To understand the reason for conflicting wants.

4. To consider the individual’s financial life cycle.

5. To show the relationship of business and its planned

expenditures and the home and its planned expenditure

6. To consider the advantage and disadvantages of a

budget.

7. To discuss savings as a means for greater enjoyment

in life.

8. To consider the methods of investing savings.

Content

:

1. Planned Expenditures by Business and Government

a. The Why of Planning

b. Local Government Planning

2. Budgeting

a. Individual Gain

b. Family Budget

3. The Family as an Economic Unit

4. Making Transfers of Money
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5 .

6 .

7 .

8 •

9 .

a. Precautions in Writing Checks

b. Need for a System of Record Keeping

Rising Taxes

Shopping and Buying Methods

The Business of Saving

a. Present Attitudes

b. Twofold Purpose

c. Methods

Insurance as a Protection

a. Possible Sources

b. Meaning of Over Insurance

c. Types of Protection Available

Investment Possibilities

a. Real and Personal Property

b. Stocks and Bonds

Related Activities:

Survey the types of protection in case of accident or

illness which are available to you.

Draw an original cartoon comparing the effects of a well

planned budget vs. a poorly planned one.

Hold a class discussion on the subject of life, individual

tastes, occupations and expenditures which would fit best with

various mental standards of living.

Report on how the city prepares its budget and to what

extent it is followed, and why a budget is necessary.
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Suggested Readings:

"How to Avoid Financial Tangles"
Kenneth C. Mastella, American Institute for
Economic Research, Cambridge, Massachusetts.

"Story of Money and Credit"
Public Relations Council, American Bankers Asso-
ciation, 22 East 40th Street, New York 16, N. Y.

"Money Management Principles"
Department of Research, Household Finance Corp.,
919 North Michigan Avenue, Chicago 11, Illinois.

Visual Aids:

"Fred Meets a Bank" 16mm Sound 1 reel
After explanation of bank book, check book, and other
items, Fred decides to open a savings account of his
own. As he finishes, his father comes in and takes
Fred with him while he arranges a loan with which to
build the new house the family has been talking about
for a long time. Then they proceed to the bank vault
where Fred is shown the safety deposit box in which
his father keeps insurance policies and other valua-
ble papers. Fred now has learned a few lessons about
an institution which can be of great help to him
throughout his life. Coronet. 11 minutes.

"Property Taxation" 16mm Sound 1 reel
Fundamental operation in arithmetic are practically
applied in a graphic exposition of the essentials
of property taxation. The film portrays the social
usefulness of property taxation, the types of govern-
ment expenditures supported by property levies, public
financing through bond issues and procedures of levy-
ing taxes on property. Education Screen. 11 minutes.

"Managing the Family Income" 16mm Sound 4 reels
As you watch one ordinary American family plan its
budget and then make it work, you see an answer to
the query frequently heard, "How do they do it, on
their income?" You feel that you know just how to
go about making a practical budget for your family.
Household Finance Corporation. Running time 30
minutes

.

"Stop That Thief" 16mm Sound 1 reel
This film presents an expose of the accident racket.
Every year insurance companies are defrauded of



.

.

r

. . .

.

t

'

.

.

.

.

-

.

. t

.

.

.

(

.



millions of dollars by fake claim artists, which
results in increased insurance rates. Samples of
the work of these fake claim artists are shown here.
National Conservation Bureau. 11 minutes.
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HOME MANAGEMENT

Objective Test II

Answers

:

#

1. A insurance company is owned by the
policy holders who share in the surplus
of the company.

2. A checking account which may be opened by
two people is called a account.

3. People’s tastes and differ.

4. Money management is the complete self
mastery over desires and .

5. There are commercial banks in this city.

6. The Cooperative Bank is the only coopera-
tive bank in this city.

7. The policies of the savings bank are in the
hands of its .

8. The thrifti-check requires no bank .

9. The regular checking account really costs
when a balance of $200 is required.

10. The regular checking account is cheaper
when checks are written.

11. The thrifti-checks cost per check.

12. At the savings bank it is possible to have
a check written.

13. Another word for budgeting is .

14. The cooperative shares sell for each.

15. The Brockton Savings Bank advertises for
a3 well as insurance and savings.

16. ".Vithout Recourse" is a endorsement.

17. Postal Savings interest is not interest.
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Objective Test II continued

Answers

:

IS. One of the Series E Government Bonds costing
$18.75 matures in years.

19. "For deposit only" is an illustration of
endorsement

.

20. A very important advantage of a budget is
that it can help you to preserve a .

21. boxes are purchased on a yearly rental
basis in the vaults of many banks.

22. What would be the interest on $100 borrowed
for 1 month at 6% per year?

23. Writing your name only on the back of a
check is an illustration of endorsement.

24. To be certified, a check must be to the
bank first.

25. banks failed in this city in 1933-54.

26. All banks in this city protect the indivi-
dual’s account up to .

27. What would be the interest on $100 borrowed
for 1 month at 2% per month?

28. A record of all deposits, interest payments,
and withdrawals is kept in a .

29. Everyone should establish a standard of
living.

30. Compound interest is on interest.

31. It is necessary to sign a traveler’s
check .

32. In Massachusetts the minimum reouired
automobile liability insurance is $5,000
and .

33. life insurance has the lowest annual
premiums of all the policies which accumu-
late cash and loan values

.
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Objective Test II continued

Answers

:

34. when you receive the canceled checks from
the bank, you also receive a .

35. Canceled checks serve as since each one
contains an endorsement by the person who
received payment.

36. The cost of a postal money order for five
cents to ten dollars is .

37. insurance protects the automobile owner
against damage to his own car.

38. insurance protects the automobile owner
against damage to other people's property.

39. insurance policies combine savings and
protection but have the highest annual
premiums

.

40. In receiving payments on a letter of credit,
it is necessary to present the letter to a

True or False

( )

( )

( )

( )

( )

( )

1. Your budget is closely related to your mental standard
of living.

2. Budgets are not needed by the economical.

3. A budget can help you live within your income.

4. A deposit slip is used for making deposits in a

checking account.

5. Checks payable to "Cash" are payable to anyone.

6. A special endorsement is the type in which a person
simply signs his name on the back of the check.

( ) 7. A certified check is the same as a cashier's check
as far as the consumer is concerned.
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Objective Test II continued

( ) 8 .

( ) 9.

( ) 10 .

( ) 11 .

( ) 12 .

( ) 13 .

( ) 14 *

( ) 15.

( ) 16.

( ) 17 .

( ) 18.

( ) 19 *

( ) 20 .

Most term insurance policies have cash or loan
values

.

'.Then endowment policies mature, the face value of
the policy is paid to the policy holder.

The beneficiary is the one who pays the premiums.

Liability and property damage insurance are required
by law in Massachusetts.

At your age, a budget or a plan is a waste of time.

Insurance paid annually Is cheaper than insurance
paid by the week.

A stock insurance company pays dividends to the
policyholders

.

Paid-up life insurance policies pay a lump sum to
the insured at the end of a given number of years.

The Brockton Savings Bank is a commercial bank.

The Compulsory Liability Insurance rate for a Plymouth
is the same as for a Packard.

Quincy has the highest Compulsory Insurance rate in
the State.

Fire and Theft policies protect the insured against
breakage of glass.

A Clearing House is connected with commercial banks.
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USING YOUR CREDIT

Aims

:

1. To consider why the consumer uses credit.

2. To be able to calculate rapidly the cost of credit.

3. To recognize some of the conditions when good judge-

ment should be exercised.

4. To consider the advantages and disadvantages of the

open account credit,

5. To discuss factors involved in legitimate installment

purchases

.

6. To consider the effect of installment buying on the

whole economy.

7. To show the relationship of borrowing and buying on

time.

Content

:

1. Importance of Credit Today

2. Calculating the Cost of Credit

a. Lender's Costs

b. Methods of Stating Rates

c. Determining Annual Cost Rates

3. Open Account Credit

a. Use and Abuse

b. Seller's Viewpoint
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4 Installment Purchase Plan

a. Effect on our Standard of Living

b. Pitfalls

5* Borrowing Money

a. Loan Houses

b. Banks

c. Private Individuals

d. Credit Unions

e. Pawnbrokers

Related Activities:

Locate advertisements of loan companies in the local paper

and determine annual cost rates.

Make a survey of the local community to determine the

various possibilities and then compute the costs for borrowing

smal 1 amount s

.

Suggested Readings:

"Facts You Should Know About Savings"
National Association of Better Business Bureaus, Inc.,
212 Cuyahoga Building, Cleveland, Ohio.

"Facts You Should Know About Investment Companies"
National Association of Better Business Bureaus, Inc.,
212 Cuyahoga Building, Cleveland, Ohio.

"Commercial Banks- -‘.'/hat Do They Do?"
Public Relations Council, American Bankers Associa-
tion, 22 East 40th Street, New York 16, N. Y.

"Credit for Consumers"
LeBaron R. Foster. Department of Research, Household
Finance Corp., 919 N. Michigan Avenue, Chicago 11,
Illinois

.
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"Your Banks and What They Mean to You"
Public Relations Council, American Bankers Associa-
tion, New York 16, N. Y.

Visual Aids:

"Money to Loan" 16mm Sound 2 reels
This picture exposes the operation of the unscru-
pulous small-loan company and dramatizes the treat-
ment of unfortunate customers through all the
practices of blackmail, illegal repossession, theft
of collateral, extortion, intimidation, and finally
murder. The methods of the company make it difficult
for the police to secure court evidence. A local
newspaper gives police aid through a publicity cru-
sade which drives the loan company operators to
extremes which finally place them in police custody.
A Metro -C-oldwyn-Kayer production available only to
schools. (Grime does not pay ser. ) TFC 22 minutes.

"Check and Double Check" 16ram Sound 1 reel
Deals with methods used by check thieves and forgers.
It is designed specifically to aid in curtailing the
theft and forgery of government checks, millions of
which are being sent to deoendents of men and women
in service. The film offers a number of specific,
practical suggestions for avoiding check losses.
U. 3. Secret Service. Loan. 17 minutes.

"Men and Money" 16 mm Sound 4 reels
The story of borrowing through the ages is told in
this film. It depicts the common man’s fight for his
right to credit from the time of Babylonia, through
the days of ancient Greece and Rome, down to its
achievement in the twentieth century. Education and
credit control are indicated as the solution to a

problem which is centuries old, the problem of debt.
Household Finance Corporation. 30 minutes.
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HOME MANAGEMENT

Objective Test III

Answers

:

1 . The steam engine is to the engineer as
is to the world of industry.

2. The is the legal owner of goods sold on
an open charge account basis.

3. In this city the annual cost rate for a
loan of $100 repaid in monthly installments
is the lowest when it is obtained at the

4. During the first 10 months of 1947 % more
goods were sold but 5% less were sold for
cash.

5. Regulation was in force during the war*

6 . In calculating the costs of credit it is
necessary to think of the following factors
Pure Interest, Administrative Expenses, and

•

7. The cost is the difference between the
cash price and the total payments on the
credit plan.

8. During the war installment buying was re-
duced by a regulated call for a down
payment.

9. The 3 C's which are important if you are to
grant credit to a consumer are: Capital,
Capacity, and

10. A mortgage on movable goods is known as a
mortgage

.

11. The is the legal owner of goods sold on
an installment sales contract.

12. In the State of Massachusetts the loan com-
panies may charge as high as % per month.
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Objective Test III continued

Answers

:

13. In order to compare the real cost of borrow-
ing from one comoany or another it is
necessary to figure the .

14. ,
a well known economist has written a

book in which he says that installment buy-
ing is folly.

15. If one pays everything in cash he cannot
establish his in the community.

Problems

:

1. Jones bought a refrigerator paying §60 down and §16

a month for 10 months. Smith bought the same model at the same

store for §200 cash. How much did Jones pay for the installment

privilege? What was the annual cost rate?

2. If in problem (1) Jones could have borrowed §140' from

the Savings and Loan Company making 12 payments of §13 each,

what would have been the annual cost rate?
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HAND TOOLS

Aims

:

1. To know the necessary small hand tools usually found

in the home.

2. To be able to use the correct tool efficiently for the

various jobs needed in the home.

3. To understand the steps necessary in making minor

repairs such as replacing windows, faucet washers,

minor electric repairs, etc.

4. To be able to use the correct terminology when speak-

ing of hand tools.

5. To understand the effects of misuse of hand tools.

Content

:

1. Screwdrivers

a. Parts and their Correct Terminology

b. Results of Misuse

c. Classification by Sizes

d. Phillips Type Screwdriver

2. Hammers

a. Parts and their Correct Terminology

b. Types

c. Correct Methods of Using Sach Type

3. drenches

:

a. Types
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4 .

5 .

6 .

b. Classification of Wrenches by Sizes

c. Correct Use of the Various Types of Wrenches

Pliers

a. Types

b. Correct Use of the Various Types

Chisels

a. Types

b. Uses of Different Types of Chisels

c. Proper Method of Dressing Chisels

Files

a. Types

b. Parts and their Correct Terminology

c. Classification of Files According to their

Shapes

7 . Saws

a. Types

b. Selecting Proper Blade for Hacksaw

c. Proper Method for Holding Saws

Related Activities:

Replacing windows
Removing broken window
Preparing glazing compound

Replacing faucet washers
Checking shut-off
Selecting correct type of washer
Using correct tools

Soldering and making minor electrical repairs
Fuses, Cords, and Switches
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Suggested Reading:

"ABC's of Hand Tools"
General Motors Corporation, Detroit, Michigan

Visual Aids:

"ABC of Hand Tools--Part I" 16mm Sound 1 reel
Produced by ,7alt Disney for General Motors and star-
ring Primitive Pete, it teaches many things about the
use and care of hand tools --hammer, screwdriver,
plier, and wrench. General Motors. Loan. 18 minutej

"ABC of Hand Tools--Part II" 16mm Sound 1 reel
Starring Primitive Pete and showing the proper use
of the file, saw, chisel, plane and punch. General
Motors. Loan. 15 minutes





HOME MANAGEMENT

Objective Test IV

Answers

:

1. The portion of the screwdriver you grip is
called the .

2. are made purposely for prying.

3. If you are going to tap the handle of a
screwdriver you should make sure the steel

extends through the handle.

4. The end of the screwdriver which fits into
the slot of the screw is called the .

5. Always select the right size screwdriver
so that the will not be burred.

6. The screwdriver with the shaft is de-
signed so that you can use a wrench on it.

7. type screwdriver requires a special type
screw.

8. The advantage of this type of a screw is
that it lines up easily and prevents the
screwdriver from sideways.

9. Never use a screwdriver to check an elec-
trical circuit where is high.

10.

Current to the spark dug is to voltage.

11. It is possible to regrind the tip when it
is damaged, but care should be taken not
to hold it against the emery 7/heel too long
at any one time or you will lose the of
the steel.

12. Never grind the faces of a screwdriver so
that they taper to a at the tip.

13. The flat portion of the head of a ball peen
hammer is called the .

14.

- The beginner usually has a tendency to grip
the hammer too close to the head. This is
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Objective Test IV continued

Answers

:

called

15. Slip joint pliers are usually called
pliers

.

16. Never use pliers for loosening or tighten-
ing .

17. is a viscious enemy of all tools.

18. Solid, non-adjustable wrenches with open-
ings in each end are called wrenches.

19. The smaller the openings in the wrench,
the its over-all length.

20. on a wrench is safer than pushing.

21. In solid, non-adjustable wrenches, the
head and opening are at an angle of 15
degrees or degrees.

22. For electrical work the pliers are very
useful

.

23. The hole for the handle of the ball peen
hammer is called the .

24. </henever the term ''adjustable wrench'' is
mentioned, it refers only to a wrench which
is somewhat like an wrench but has an
adjustable jaw.

25. The angle of the opening to the handle on
an adjustable wrench is degrees.

26. The pulling force should be applied to the
jaw of the handle of an adjustable

wrench.

27. The large adjustable wrench has replaced
the wrench for most purposes.

28. Never use a over the handle of an adjust-
able wrench to increase the leverage.

29. In using a pipe wrench make sure that the
is in the center of the jaws.
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Objective Test IV continued

30. wrenches completely surround the nut or
bolt head.

31. The trade name for a set screw wrench is
the .

32. Cold chisels are used for cutting metal.
The one most generally used is the
chisel.

33. The of the cutting edge of the chisel de-
notes its size.

34. Other types of cold chisels are round nose,
diamond, and .

35. Ordinarily a chisel should be held in the
hand.

36. It should be held near the end of the
chisel.

37. Three types of punches are pin, center,
and

38. There are more than types of files.

39. The portion of the file on which the teeth
are cut is called the .

40. The tapered end that fits into the handle
is called the .

41. The part of the file where the tang begins
is the .

42. A file with a single row of parallel teeth
is called a file.

43. Files are graded according to the tooth
soacing, a file has a small number of
teeth.

44. It is dangerous to use a file without a



.



Objective Test IV continued

*

Answers

:

45. The is the metal sleeve in the hole end
of the handle.

46. All pressure of the file against the work
should be relieved on the stroke.

47. A is used to clean the teeth of a file.

48. Never use a file for .

49. The body of the file is while the tang
end is soft.

50. There are two parts to a hacksaw, the
frane and the .

51. For efficient cutting in metals of average
hardness, the saw should be worked at a
rate of strokes a minute.

52. The in a saw refers to how much the teeth
are pushed out in opposite directions from
the sides of the blade.

53. Tubing should be sawed with a tooth
blade.

54. The saw, used for cutting with the grain
of the wood has teeth shaped like chisels.

55. The above saw should be held about
degrees with the board.

56. The saw is used for cutting across the
grain of the wood.

57. The above saw should be held about
degrees with the board.

58.

Keeping the finger along the side of the
handle will help guide the blade.

59

60

The nail hammer is more often called a
hammer.

The saw is used for making circular holes.
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HOUSEHOLD EQUIPMENT

Aims

:

1. To understand the basic principles of electricity.

2. To consider the advantages and disadvantages of the

various heating systems.

3. To consider the ways in which costs for operating

household equipment may be cut.

4. To recognize the necessity of proper care of home

appliances

.

5. To understand the basic principles of electric and

gas refrigeration.

Content

:

1. Principles of Electricity

a. Voltage Control

b. Circuits and Fuses

c. Power Formula

d. Buying Electricity

2. Gas

a. Cooking and Refrigeration

b. Central Heating

c. Calculating Costs

3. Methods of Heating the Home

a. Steam

b. Hot Air

Unrversrty
School of Educauon

Library ^
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c. Hot Water

4. Coal, Gas, and Oil Firing

5. Refrigeration

a. Gas

b. Electric

c . Ice

6. Washing Machines and Vacuum Cleaners

7. Care of Home Appliances

a. Cleaning

b. Oiling

c. Plan for Replacement

Related Activities:

1. Make a diagrammatic sketch of the principle of steam

and hot water heating.

2. Draw up a chart to aid an individual in oiling, check-

ing water, etc. at the correct time for ail appliances

a person may have in the home.

Visual Aids:

’’Proper Care Means Longer Wear” 16mm Sound 1 reel
The care and home repair of electrical household
appliances is demonstrated in this film. How to
fuse or plug, and how to repair frayed cords are
explained. In describing causes of the most common
troubles in refrigerators, washers and irons, the
film lists points to check before calling a service-
man. Running time 15 minutes. Wes tinghouse School
Service

.
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"Aoproved by the Underwriters” 16mm Sound 2 reels
The film shows actual test work in progress at the
Underwriter's Laboratories and depicts the investi-
gation of devices and materials with respect to
safety from the hazards of fire, accident, and crime.
Underwriter’s Laboratories. Running time 20 minutes.
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HOMS MANAGEMENT

Objective Test V

Answers

:

1. In the home the electrical circuit is pro-
tected by a .

2. Electricity is measured by the meter*

3* Electrical appliances are usually rated by
the number of they take*

4. The first 3 KWH used costs 85 cents, while
you can get KWH for the next 80 cents.

5. In the formula Power-E x I

Power is .

S is
I is

6. Gas refrigeration uses gas for heat to ex-
pand the refrigerant and as a cooling
agent.

7. Electric refrigeration uses the motor to
the refrigerant and the to cool the
condenser.

8.

There are two types of electrical circuits,
and

9.

A transformer may be used to or the
voltage.

10.

Number 14 wire used in home wiring will
safely carry amperes.

11. An electric iron using 800 watts uses the
same amount of electricity as 50 watt
bulbs

.

12. An inexpensive appliance may be more costly
as it may require more .

15. If on the fuse panel you see 6 fuses you car
be fairly certain that there are circuits.
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Objective Test V continued

Answers

:

14.

A transformer has a and a circuit.
15.

In the automobile electric circuit, the
voltage at the battery is volts, but at
the spark plugs, it is volts.

16. A one horsepower motor theoretically uses
watts

.

17. One kilowatt is equal to watts.

18. Electric stoves operate on volts.

19. Three methods of supplying heat for central
heating plants are

, ,
or .

20.

Two popular types of oil burners are and

21. Current in amperes is in an electric iron
than on an electric clock.

22. Electricity is transmitted over a great
distance at voltage.

23. Never put a in back of a fuse.

24. If you put a 30 amp fuse where a 15 amp
fuse should be used, there is a possibility
of

25. An efficient on a radiator in a steam
system is very important.

26. A in a hot water system gives more even
heat

.

27. A good hot air system can combine heating
and





Objective Test V continued

Problems

:

Usins the rates as given on the board, find the cost of
180 KWH.

If an electric motor uses 4.8 amperes, how many watts
does it draw from the line? (Volts -110)

If a lamp has a resistance of 220 ohmes, what is the
rating of the lamp in watts? (Volts-110)

Using the rates on the board, find the monthly cost of
heating a 6-room house with gas if 20,000 cubic feet of
gas was used during the month.

What is the resistance of a 660 watt electric toaster on
a 110 volt line?
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HOMS AND OFFICE MANAGEMENT

Part II

OFFICE MANAGEMENT

General

1 .

2 .

3 .

4 .

5 .

Aims

:

To stimulate interest in business education for the

boys in the secondary school.

To provide the information necessary for the student

who desires to advance in office work.

To consider the part that office machines play in the

modern office.

To understand why offices should be arranged in ac-

cordance with a well-defined, well-thought-out elan.

To bring out and develop qualities of leadership so

necessary in a successful career in the office.

Content of Course:

Office Management a Necessity Today

Office Stationery, Supplies, and Records

Office Machines

Office Arrangement and Layout

Office Employee
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JUSTIFICATION OF GENERAL AIMS
of

OFFICE MANAGEMENT

I* To stimulate interest in business education for boys in the

secondary school level.

In a report to the American Management Association

Conference in New York, Mir. I. 0. Royce made the following

statement

:

In one case It was pointed out that in 1940
one-ninth of the company personnel in the
office and plant were office workers, while
now one-sixth of the group are office workers,
thus stressing the importance of the office
function from the viewpoint of the increasing
of office personnel.

1

Many articles have been written on the type of students

that eventually enroll in the business curriculum. Je are

criticized by business because the quality of applicants

involves not only a lower grade of persons, but persons with

less training in office skills and with attitudes of less

interest in connections leading to growth and promotion.

Those who are responsible for guiding the pupils

should realize the importance of office work in the overall

oicture of business today. Each year we find it increas-

ingly difficult to reccommend boys for responsible positions

as there is a dearth of boys taking the high school business

course. This situation can be corrected to some extent by

-*-1. 0. Royce, "Office Organization and Personnel Trends,"
Office Management and Equipment , July 1947, P. 41.
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informing the guidance teachers of the opportunities for

boys in business today.

A course in Office Management will bring together

all boys in the department in their senior year. It

should be taught by the Director or Head of the Department

so that there can be developed within the students an

interest in progress and promotion.

II. To provide the information for the student who desires to

advance in office work.

J-'he student has the opportunity of acquiring many

skills as he progresses through the business curriculum,

but we should be concerned with preparing the student

beyond the first position. Professor Thomas H. Briggs

aptly points this out in the following paragraph:

You have another responsibility, and that is
to reveal to youth better ways than are re-
quired, or that may at first be permitted, of
doing their jobs. Such revelation will stimu-
late ambition and enable young employees to
improve techniques where they are and eventu-
ally to advance to more important positions.

1

We instruct him to be an efficient operator of the

typewriter, but we fail in making certain that he under-

stands the various kinds of stationery used in offices

and the necessity for efficiently handling and buying

supplies. We instruct him in record keeping, but we fail

^Thomas H. Brigms, "Business Education for Tomorrow,"
Eastern Commercial Teachers Yearbook, Fourteenth Yearbook,
1941 .
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III.

i

in seeing that he understands that not all records may be

important enough for permanent filing.

The only time the boy hears about the stockroom is

when he may be sent there by the Head of the Business

Department, yet his first job may put him in charge of a

stockroom where he will be responsible for all office

supplies. He may have had instruction on how to fill out

certain forms in the Office Practice class, yet not have

the remotest idea of the necessity of standardization.

To consider the part that office machines play in modern

offices

.

To the young man who has his sights trained on the

top job, the subject of office machines is usually very

interesting. Office equipment today enables us to do

more work quicker and easier. They are necessary if we

are to perform all of the office functions efficiently.

The study of office machines is therefore very

important. Years ago there were no bookkeeping machines.

The clerks sitting at high desks did all that work. There

was no need to think about rotary calculators because the

problems were done with pencil and paper. Nearly all

other machines, as we know them today, were either not

yet in existance or if developed, were not used exten-

sively.

Today it is generally recognized that one of the most

effective way3 to cut office costs, particularly salary
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costs, is to install machines which will allow the indivi-

dual worker to produce more with the same or less effort.

7e are more or less dependent upon articles of office

equipment today.

The capacity of a machine should be understood so

that it is neither forced beyond its capacity nor used

below it. Since they are all mechanical or electrical

devices, thought must be given to the effects of dirt,

grease, rust, excessive heat and cold, on the life of the

machines. The necessity of lubricating with the proper

grade of oil should be discussed to avoid undue wear.

The selection of the right machine becomes another

problem for management today, in view of the fact that

there are many different models. For example, in the add-

ing machine market, there are over three hundred different

models of adding machines offered by the various manu-

facturers .

To understand why offices should be arranged in accordance

with a well-defined, well-thought-out plan.

3very boy taking the business curriculum has a very

good opportunity to hold a supervisory position when he

reaches his early thirties, if he has the proper back-

ground, ability, and interest in his work.

Office arrangement and lr/out are recognized as very

important factors in the engineering approach to office

management. Proper arrangement indicates to the outsider
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that the office is efficient and business-like. Every

business student should recognize the value of an office

which has an appearance of neatness and orderliness, and

is up to date.

To bring out and develop qualities of leadership so neces-

sary in a successful career in the office.

It has been said that loyalty, morale, and leadership

are more important to a successful business than perfect

equipment. As we look over the course of study for the

young man in the business curriculum, we cannot see any

course which particularly emphasizes those qualities which

are so important in attaining success. Business is not the

management of things. It is the development of people.

A course in Office Management made up entirely of boys

has great possibilities in the development of leadership.

Each student can take charge of a unit, often making either

individual or group investigations. By getting responses

from the class, he will be developing a quality of leader-

ship .
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SUGGESTED WEEKLY SCHEDULE FOR COVERING OFFICE MANAGEMENT

Office Management a Necessity Today

Eighteenth Week

I Tendency toward Office Expansion

1. Government Regulations

2. Increasing Use of Statistics

«- » Necessity for Increased Clerical
Work in Proportion to Productive
Labor

4. Greater Use of Machines

II Various Types of Office Work

1. Communication

2. Planning or Scheduling

3. Computing

4. Record Keeping

Ill Movie: "What’s in an Office Anyway

Nineteenth Week

I Centralized Control in the Office

II Principles of Scientific Management

1. Stating the Problem

2. Analyzing the Problem

3. Fact Finding

4. Finding the Right Method

5. Planning

6. Getting the Work Done

III Movie: Three to be Served





Twentieth Week

I Qualifications of Office Manager

1. Analytical Mind

2. Effective Leadership

3. Education and Experience

II Training of Managers

III Improving Procedures and Methods

Twenty-first Week

I Office Overhead

II Establishment of Standards

III Measurement of Office Work

IV Objective Test I

Office Stationery, Supplies , and Records

Twenty-second Week

I Carbon Paper

1. Weights

2. Types

3. Uses

II Requirements of Paper for Office Use

1. Longevity

2. Treatment

3. Impress

4. Appearance

Eli Standardization of Paper

IV Movie: A Short Course on Paper Making
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Twenty-third Week

I Quality Purchasing

II Proper Handling of Office Stationery and
Supplies

1. Location of Stockroom

2. Physical Arrangement of Stock

3. Classification of Stock

4. Issuance of Stock

5. Control

III Centralized Stock Keeping

Twenty-fourth Week

I Office Desks and Chairs

II Record Keeping

1. Cost Factors

2. Filing Systems

III Historical Aspect of Business Records

IV Movie: Voice of Business

Twenty-fifth Week

I Types of Filing Fouipment

II Standardizing Office Forms

1. Purpose of Form

2. Use of Form

3. Type of Paper Needed

III Making New Forms

1. Consideration of Size

2. Placement of Information

3. Make-up
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IV Objective Test II

Office Machines

Twenty- sixth Week

I Typewriters

1. Electric and Manual

2. Advantages in Standardization

3. Depreciation Factor

4. Minor Repairs and Adjustments

II Movie: Maintenance of Office Machines

Tv/enty- seventh Week

I Duplicating Processes

1. Spirit Process

a. Methods of Dampening Paper

2. Stencil Process

a. Open and Closed Drums

3. Gelatin Process

II Analysis of Different Types of Duplicating
Work

Twenty-eighth Week

I Voice-Recording Machines

1. Wax Record

a. Dictating

b. Transcribing

c. Shaving

2. Wire Recorder

3. Film Recorder

4. Disc or Flat Record
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II Limitations of Popular Voice-Recording
Machines

III Movie: Modern Business Machines

Twenty-Ninth Week

I Other Standard Office Machinery

1. Adding Machines

a. Listing

b. Non-listing

c. Computing

d. 10 Key and Multiple Bank

2. Calculating Machines

3. Bookkeeping Machines

a. Combination Typewriter and
Adding Machines

b. Adding, Subtracting

c. Adding, Subtracting, and
Multiplying

II Selecting the Right Machines

III Objective Test III

Office Arrangement and Layout

Thirtieth Week

I Principles of Scientific Layout

1. Straight Line Flow of Work

2. Effective Space Utilization

3. Relation of Workers with Each
Other

II Factors Influencing Office Layout

1. Size and Type of Office
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2.

Future Expansion

Thirty-first week

I Office Lighting

1. Effective Use of Natural
Lighting

2. Importance of Artificial
Light

II Heating and Ventilating

1. Effects of Poor Air Condi-
tions

III Office Safety

1. Hazards in the Office

2. Safety Campaigns

IV Objective Test IV

Office Employees

Thirty-second Week

I Sources of Supply of Labor

1* Employment Agencies

2. Classified Ads

3. Schools

4. Employees

II Standardization of Personnel

III Mental and Physical Capacities

IV Movie: Discipline

:

Reprimanding

Thirty-third Week

I Knowledge of Employee’s Interests

II Types of Office 'Workers

1. Executive
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2. Department Head

3. Expert Clerk

4. Detail Clerk

III Movie: Discipline: Giving Orders

Thirty- fourth Week

I Analysis of the Job

1. Name of Occupation

2. Duties

3. Conditions of the Work

4. Description of Types of
Workers Required

II Employee Testing

1. Primary Test for Office
Workers

2. Special Ability Testing

3. Business Achievement Test

III Movie: First Impression

Thirty-fifth Week

I Advantages of an Office Manual

II Turnover of Employees

1. Reasons for Quitting

2. Salary Standards

3. Training Methods

III Morale-Building vs Morale-Destroying
Organizations

IV Objective Test V
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OFFICE MANAGEMENT A NECESSITY TODAY

Aims

:

1. To understand the reason for the increasing amount

of office work necessary in the business world today.

2. To understand the necessity of coordinating all office

work under one manager.

3. To consider the necessity of applying the scientific

principles of management to the office.

4. To learn of the opportunities for the individual In

the field of management.

Content:

1. Tendency tov/ard Office Expansion

a. Government Regulations

b. Increasing Use of Statistics

c. Necessity for Increased Clerical Work in Propor-

tion to Productive Labor

d. Greater Use of Machines

2. Various Types of Office Work

a. Communication

b. Planning or Scheduling

c. Computing

d. Record Keeping

3. Centralized Control in the Office

4. Principles of Scientific Management
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a. Stating the Problem

b. Analyzing the Problem

c. Fact Finding

d. Finding the Right Method

e. Planning

f. Getting the Work Done

5. Qualifications of Office Manager

a. Analytical Mind

b. Effective Leadership

c. Education and Experience

6. Training of Managers

7. Improving Procedures and Methods

8. Office Overhead

9. Establishment of Standards

10.

Measurement of Office Work

Related Activities:

The ABO Shoe Company does a very good mail order business.

Files are kept for twelve years before being destroyed. The

equipment is obsolete. The office prepares many copies of

statistics, some of which are never used. Is the clerical

force producing values? What should be done?

Visual Aids:

"What's an Office Anyway?" 16mm Sound 3 reels
An instructive picture showing some of the everyday
problems and people to be found in an average office.
It makes a contribution to the important job of
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personnel relations and office management.
Association Films. Running time 30 minutes.

Three to be Served” 16mm Sound 2 reels
Produced by Paramount Pictures Inc. in cooperation
with National Industrial Information Committee.
Through the experiences of a group of high school
youngsters in starting their own business, this
film shows the fundamentals which underlie all
business. It shows how management must serve cus-
tomers, workers, and investers, and must reconcile
the demands of all three, in order to make any
business venture successful. NAM film. Running
time 27 minutes.

Supervision- -Developing Coooeration" 16mm Sound 1 reel
Discusses reasons why there is a right and a wrong
way to supervise. Emphasizes cooperation among
workers. U. S. Navy Castle Films. Running time
14 minutes.
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OFFICE MANAGEMENT

Test I

Answer any ten of the following twelve questions.

1. With what is office management concerned?

2. Is office work always done in an office? Explain your
answer,

3. Show how government regulations have had a tendency
toward increasing office work.

4. What is meant by the engineering approach to management

5. What qualities must we develop if we are interested in
qualifying for an office managership?

6. What are the salient points in the topic "What Machine
Shall I Buy?"

7. What conditions are to be expected where the office con
sists of small groups under indifferent managership?

8. What is meant by centralized control of clerical acti-
vities?

9. State the principles of scientific management.

10. What is an organization chart and what is its purpose?

11. Name and explain some of the psychological factors that
the office manager has to contend with.

12. Define or explain "authority" fully.
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OFFICE STATIONERY, SUPPLIES, AND RECORDS

Aims

:

1. To know the various kinds of stationery and office

supplies used in an office.

2. To understand the necessity for efficiently handling

and buying supplies.

3. To understand the scientific principles underlying

proper record keeping.

4. To consider the necessity of standardizing office

forms

.

5. To consider the requirements of a satisfactory stock

keeping system.

Content

:

1. Carbon Paper

a. Weights

b. Types

c. Uses

2. Requirements of Paper for Office Use

a. Longevity

b. Treatment

c. Impress

d. Appearance

3. Standardization of Paper

4. Quality Purchasing
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5. Proper Handling of Office Stationery and Supplies

a. Location of Stockroom

b. Physical Arrangement of Stock

c. Glassification of Stock

d. Control

6. Centralized Stock Keeping

7. Office Desks and Chairs

8. Record Keeping

a. Cost Factors

b. Filing Systems

9. Historical Aspect of Business Records

10. Types of Filing Equipment

11. Standardizing Office Forms

a. Purpose of Form

b. Use of Form

c. Type of Paper Needed

12. Making New Forms

a. Consideration of Size

b. Placement of Information

c. Make-up

Related Activities:

Design a form which can be used by the teachers in the

Business Department in their requisitioning of paper and

supplies. Specify size of paper, type and method of printing

Design a form which can be used by any teacher in the
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school department in the event that he or she desires to have

some work done which could be done in the office practice

class.

Consider the advantages of creating a purchasing agent

for the school department of the City of Brockton whose duty

would also be the supervision of a centralized supply room.

Visual Aids:

"Voice of Business" 16mm Silent 3 reels
The picture tells the story of Hammermill Bond from
the cutting of the pulpwood until the finished pro-
duct is shipped. Many processes that cannot be pho-
tographed are shown by animated drawings.
Hammermill Paper Company. Running time 40 minutes.

"A Short Course in Paper Making" 16mm Sound 3 reels
This film presents a comprehensive treatise on the
manufacture of paper from wood, beginning with the
wood cutting operations and ending with the shipping
of the finished paper.
G-latfelter Company, P. H. Running time 30 minutes.
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OFFICE MANAGEMENT

Objective Test II

Answers

:

1. Regular carbon paper comes in various sizes
and

2. Stock should be issued only in accordance
with a system.

3. When pencils are used paper may be used.

4. Unless an office is well equipped for test-
ing carbon paper, it is best to select a

manufacturer of the article.

5. ribbons are not as economical for gen-
eral office work.

6. A inventory of all stationery on hand
should be kept.

7. The manufacture of ink has been so thorough
ly that any standard make is satisfactory
for use.

3. A test should be made of a typewriter be-
fore it is selected for use in the office.

9. It is possible to reduce the average cost
of stationery in the office by % through
careful selection, storing, and issuance.

•o<
—

1

depreciates very rapidly upon exposure.

•

l
—

I

i

—

1

is a quality of paper needed in mimeo-
graph work.

12. Instead of separate carbon paper and master
sheets for the wet process, we now find the

used a great deal.

13. The purpose for which a record is kept must
be .

14. Valuable as records are, they will not
promote .
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Objective Test II continued

Answers

:

15. There are two systems of transferring files:
(1) the periodic and (2) the .

16. is dependent upon the finish, color,
weight, and general quality of the paper
used.

17. In order to control the consumption of sta-
tionery, it is advisable to have a well
thought out .

18. is dependent upon the materials of which
the paper is made.

19. vVith any new firm no more than a supply
should be ordered at any one time.

20. Forms should be so designed that they logi-
cally divide into parts.

21. For small runs of complicated forms, is
perhaps the cheapest method.

22. In order to keep paper records years, it
is necessary to use paper made of 75 to
100$ rag.

23. For typewriting, a paper is preferable.

24. Bond papers have a large ratio of strength
to

25. provides a means of preserving detailed
records of business transactions.
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OFFICE MACHINES

» o Aims

:

1. To understand the factors necessary in the proper

selection of an office machine.

2. To know the various types of standard machines used

in an office for adding, calculating, and bookkeeping,

3. To understand the necessity for proper care of the

typewriter.

4. To learn how to make minor repairs on office machines.

5. To know the various types of duplicating processes.

6. To understand the various methods of recording the

spoken word.

Content:

1 .

2 .

3.

4.

Typewriters

a. Electric and Manual

b. Advantages in Standardization

c. Depreciation Factor

d. Minor Repairs and Adjustment

Duplicating Processes

a. Spirit Process

b. Stencil Process

c. Gelatin Process

Analysis of Different Types of Duplicating ,Vork

Voice-Recording Machines
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a. Wax Record

b. Wire Recorder

c. Film Recorder

d. Disc or Flat Record

5. Limitations of Popular Voice-Recording Machines

6. Other Standard Office Machinery

a. Adding Machines.

b. Calculating Machines

c. Bookkeeping Machines

7. Selecting the Right Machines

Related Activities:

What would be the best method of duplicating in the

following problems?

a. A test to be given to a class of 40 pupils and

then destroyed*

b. A list of words to be given all students, approxi-

mately 600.

c. A letter to the parents of 400 students announc-

ing parents' night.

Record your voice on a wax record and a metal tape recorder

and note any differences.

Draw a sketch and explain what happens in a spirit dupli-

cating machine.

List the advantages of the spirit process over the gelatin

process
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Visual Aid

"Maintenance of Office Machines" 16mm Sound
Teaching Aids Exchange, Modesto, California
57 minutes.

"Modern Business Machines" 16mm Sound
Teaching Aids Exchange, Modesto, California
20 minutes.
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OFFICE MANAGEMENT

Objective Test III

Answers

:

1. The process has now replaced the gelatin
process in many companies.

2. A machine employs either an open or a
closed cylinder.

3. The wax record type of recording requires
machines

.

4. It is possible to get about copies from
one master in the spirit process.

5. The typewriter first introduced the
automatic margin.

6. causes type bars to become sluggish.

7. There are requirements for selecting the
right machine for the job.

8. Post war development brought out many new
machines particularly in the voice-

writing field.

9. is the base of the fluid used in the
spirit machines.

*

10. The Company Is very often used synony-
mously with the stencil process.

11. The is useful in ruling, tracing, and
proofreading.

12. The typewriter is noted for its ease of
operation.

13. Proper telephone technique calls for speak-
ing directly into the .

14. There are popular methods of dampening
the paper for the spirit process.

15. Two types of adding machines are the and
the multiple bank.
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Objective Test III continued

16. The bookkeeping machine is in reality a
machine

.

17. Reports, of which but a few copies are
needed, are best made on the duplicator.

IS. The dictating machines save the time.

19. An executive who travels a great deal may
take his dictating machine with him and
back his records.

20. For , the calculating machine is prefer-
able and it is much to be preferred to the
mental-manual process.

21. .Vherever possible the payment of a , for
a standard amount of work is a valuable
incentive to high output.

22. The need for appears in all extension
work and in many statistical operations.

23. It is known that machinery is a real,
though hidden expense.

24. The provides a cushioning and sound-
proofing effect for the office.

25. The combined plan of making the posting
and the in one operation is the most
economical

.
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OFFICE ARRANGEMENT AND LAYOUT

Aims

:

1. To consider those factors necessary for the proper

location of offices.

2. To understand the importance of good working conditions

including items of lighting, heating, and ventilation.

3. To consider the value of scientific office layout.

4. To recogni ze the relationship of proper office layout

to savings.

Content

:

1. Principles of Scientific Layout

a. Straight Line Flow of vVork

b. Effective Space Utilization

c. Relation of Workers with Each Other

2. Factors Influencing Office Layout

a. Size and Type of Office

b. Future Expansion

3. Office Lighting

a. Effective Use of Natural Lighting

b. Importance of Artificial Light

4. Heating and Ventilating

a. Effects of Poor Air Conditions

5. Office Safety

a. Hazards in the Office
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b Safety Campaigns

Related Activities:

Draw up a list of symbols representing the different

pieces of office equipment in the office practice room.

Lay out an executive office and a private secretary* s

office which would be used in a local manufacturing plant.

Make a study of the office practice room and recommend

changes

.

Make a study of the various types of lighting available.

Selected Reading:

’’Streamlining Office Methods and Layouts”
Office Management Series Number 114, American
Management Association, 330 West 42nd Street,
New York 18, N. Y.

r,

)
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OFFICE MANAGEMENT

Test IV

Answer any ten of the following twelve questions.

1. Comment on the meaning, desirability, and importance of
uniformity of arrangement.

2. Jl/hat results may reasonably be expected from straight-
line flow of work?

3. Name four factors of artificial lighting and comment on
each.

4. Mention a few of the hazards which are ever present in the
office.

5. List the special considerations affecting the location of
different departments and comment on each.

6. Why is it wise to make a scale drawing of the existing
arrangement?

7. Comment on heat and ventilation in the office.

8. What is a templet and how is it made and used?

9. How should desks be arranged in an office? Why?

10. What is meant by "working conditions" and why is the sub-
ject important?

11. How is it possible to minimize noise in the office?

12. What are the causes and effects of glare?
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OFFICE EMPLOYEI

Aims

:

1* To "understand the basic principles of standardization

of personnel as applied to the office.

2. To acquaint the student with the personnel function of

management.

3. To consider the factors necessary in analyzing the

job.

4. To consider the value of employee testing.

5. To show that the office worker is a productive worker.

Content

:

1. Sources of supply of labor

a. Employment Agencies

b. Classified Ads

c. Schools

d. Employees

2. Standardization of Personnel

3„ Mental and Physical Capacities

4* Knowledge of Emoloyees’ Interests

5. Types of Office Workers

a. Executive

b. Department Head

c. Expert Clerk

d Detail Clerk
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6. Analysis of the Job

a. Name of Occupation

b. Duties

c. Conditions of the Work

d. Description of Types of Workers Required

7. employee Testing

a. Primary Test for Office Workers

b. Special Ability Testing

c. Business Achievement Tests

8. Advantages of an Office Manual

9. Turnover of Employees

a. Reasons for Quitting

b. Salary Standards

c. Training Methods

10.

Morale-Building vs Morale-Destroying Organizations

Related Activities:

Devise a short test for a position which calls for some

knowledge of the rules of punctuation in that the employee

must compose replies to inquiries.

Devise a test for filing, using cards or slips 3 by 5

inches in size. The test should show knowledge of alphabetical,

geographical and numerical filing.

Devise a test that includes addition, subtraction, multi-

plication, and division. Give 8 or 10 examples that can be

done by a good clerk in 5 minutes.
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Interview several office workers to determine actually

what they do and just what their positions are. How many do

the work they were originally hired for and how many do not?

Set up a job analysis of a student manager of athletics.

Visual Aids:

"Discipline-Reprimanding” 16mm Sound 1 reel
Shows several examples of proper and improper
reprimandings of employees by supervisors.
Castle Film. Running time 10 minutes.

"Discipline-Giving Orders" 16mm Sound 1 reel
Stresses the importance of disciplining a person
properly and giving orders clearly.
Castle Film. Running time 15 minutes.

"First Impressions" 16mm Sound 2 reels
Discusses reasons why new employees may not like
their jobs, and gives some primary steps in giving
them a good impression of their work.
Castle Film. Running time 21 minutes.
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OFFICE MANAGEMENT

Test V

Answer any ten of the following twelve questions.

1. List six physical capacities of the worker and comment
on each. Which are the most desirable for office per-
sonnel?

2. Name four factors which must be considered in the analysis
of the job.

3. What advantages can you think of for a plan whereby you
employ salary standardization in your office?

4. In what way is the office manager resoonsible for a morale
building organization?

5. List the various sources which you could contact in the
event you desired to use a testing program.

6. Why is a knowledge of the employee’s interests very impor-
tant to the office manager?

7. Why do you feel that an office large enough to employ at
least ten clerks should have an office manual?

8. Why should the functions of employment and discharge be
handled by one person?

9. What are the various sources of labor in your city?

10. What is meant by labor turnover, and why is it important?

11. 'Why are some office managers reluctant to measuring the
work in their offices?

12. Are incentive-wage methods valuable in an office? Why or
why not?
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